Labor Exchange
Toolbox 2.0 Employer Query Desk Aid

Workforce system staff process

Finding an employer is a three step process.
1. Staff will query the employer data base.
2. Staff will select the employer from the returned results.
3. Staff can then work with the employer’s worksite to view contacts and write job
orders.

NOTE: By clicking in the boxes and pressing F1, you access a help box for each item.
As of document creation, help screens were incomplete. Therefore, screen shots do not
include the help screen. Corrected text is included.
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Figure 1: Employers Screen
Step-by-Step:

1. Click on the Employers 5 icon from the speed button bar. The Employer
Query” screen will display.

2. Enter the phone number, employer name (either legal or work site name), key

words, FEIN, or UI ID (formally MOESOXXXXXX).

Select the Return fields to be viewed.

Select the search parameter for the Search Area.

Click the Search button.

kW

NOTE: The area code will default to the area code of the location where the staff
member is located.
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Figure 2: Employer Query Results
Step-by-Step:

1. Select the employer work site by double clicking on the work site name.
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Figure 3: Employer Summary Screen
From the screen shown in Figure 3, the work site contacts are viewable only, the job

orders for this work site are in the list on the bottom third of the employer summary
screen, and job orders can be written from the employer summary screen.
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